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ROLE PROFILE 
 
	Function 
	Group Finance

	Job Title 
	Payments and controls analyst

	Grade 
	
	C3

	Reporting Lines 
	Reports to 
	Group Financial Controller

	 
	 
	 

	 
	 Direct Reports 
	N/A


 
Aim of the role 
The Payments & Controls Analyst plays a key role in safeguarding the accuracy, integrity and efficiency of payments and master data within finance. The role ensures strong financial controls, timely processing of payment activities, and supplier and subcontractor data.

Key Responsibilities
Master Data Management
Process supplier and subcontractor setups and amendments, ensuring data is complete, accurate and properly approved.
Maintain accurate master data across COINS, CQMS and other systems; resolve discrepancies and complete system reconciliations.
Apply robust controls for bank-detail changes, ensuring compliance with approval policies.
Payments Processing
Manage manual payment requests, validating documentation and ensuring adherence to policy.
Support internal account transfers and help streamline processes to reduce reliance on email-based workflows.
Administer purchase card and expense processes, including receipt handling, validation checks and audit activities.
Process Improvement & Automation
Map and review existing processes to identify inefficiencies, risks and opportunities for improvement.
Work with IT to create automated workflows using MS Forms and Power Automate.
Drive initiatives that reduce manual workloads and enhance overall control and process efficiency.
Reporting, Compliance & Audit
Prepare reporting on payments, purchase card activity and expense compliance.
Maintain clear audit trails and documentation for all processes.
Provide support for internal and external audits, demonstrating strong controls and accuracy.

Skills, Knowledge & Experience
Essential
Experience in finance operations, payments processing, accounts payable or master data management.
Strong understanding of financial controls, especially around supplier verification and bank-detail risks.
Excellent attention to detail and commitment to maintaining data accuracy.
Proficiency in Microsoft Excel, Outlook and workflow tools.
Strong stakeholder communication skills.
Desirable
Experience with COINS or similar ERP/finance systems.
Exposure to workflow automation tools 
Familiarity with audit or risk management principles.
Experience within a construction or subcontractor-driven environment.



	Our Key Pillars 

	Customer Focus
	

· Every decision we make revolves around delighting our customers

	Passion for Building
	
· We approach each project with unwavering enthusiasm

	Sustainability
	
· Understanding our environmental footprint by incorporating eco-friendly practice and materials into our communities

	Lasting Community
	
· We create communities with a sense of belonging and a legacy for generations to come

	Belief in Better
	
· We are committed to delivering homes that are the definition of excellence
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